Portsmouth, Virginia Police Department 
General Orders Manual 


Property and Evidence Handling OPR| 04 
Effective: 02.21.16 8 pages 
Supersedes: | 07.01.07 CALEA: 84.1.1, 84.1.2, 84.1.3, 84.14, 84.16, 84.1.7 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures for the recovery, inventory, submission, documentation and final 
disposition of all non-departmental property or evidence that comes into the Department’s custody. 


GUIDELINES: Employees will handle evidence in a manner that expedites processing, maintains the chain 
of custody, and causes all appropriate paperwork and procedures used to withstand investigative scrutiny. 
Employees of other criminal justice agencies who use the Department’s Property Management Unit (PMU) 
will adhere to the procedures herein. 


GENERAL 
I. Storage Facilities (84.1.2, 84.1.3) 


A. The PMU maintains facilities for the storage of property and evidence that comes into an employee’s 
possession, is open during normal business hours, and is accessible at other times by contacting the 
PMU supervisor. The PMU is secured with conventional lock and key and electronic security 
systems. There are secure off-site locations at the City Compound and Police Headquarters (HQ) 
where items too large to store at the PMU are housed. 


II. Access (84.1.2) 


A. Access to the PMU is controlled and limited to its assigned employees. Personnel will not grant 
other employees access without the PMU supervisor’s, or designee’s, permission. 


B. If employees or others involved in legal cases must view evidence under the PMU’s control, the 
PMU may grant escorted access, or the investigating officer can check the evidence out in limited 
circumstances. If individuals view evidence in the PMU they will sign a log documenting the 
times of the visit, and a unit member will escort them at all times. A PMU member will bring the 
evidence to a designated area and personnel will view it in the PMU member’s presence. Requestors 
will provide two days’ notice for viewing or examining evidence. Personnel shall make discovery 
requests via the police evidence request email group. 


(84.1.4) 


PROCEDURES 


I. Evidence or Property Recovery/Seizure. 
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A. 


K. 


L. 


Employees will submit all property and evidence that comes into their custody to the PMU (except 
(except impounded vehicles) or a temporary storage locker at HQ (after hours, except for gas 

powered items that employees must store in the basement and lock with the cable). Employees will 
keep all recovered evidence in their exclusive control and custody until they submit it to the PMU. 


If a citizen voluntarily relinquishes their firearm to an officer, the officer will provide them with the 
IBR number, complete an electronic or hand written voucher and an IBR stating who relinquished 
it. The Firearms Clearinghouse Form should also state this. The officer will complete a Firearms 
Clearinghouse form for every weapon (except safekeeping) and will submit firearms to the state lab 
in accordance with the Department’s Packaging Guide. 


. Employees must carefully evaluate items they seize as evidence to ensure that they are necessary to prove 


the elements of the crime for which they charge the offender (e.g., currency is not needed to support a 
simple possession charge). 


. If an employee recovers property or evidence as the result of secondary employment, he or she is 


responsible for submitting it to the PMU prior to securing from duty. (84.1.1(b)) 


. Employees will document and describe all property or evidence and the circumstances under which 


they recovered it on an IBR or supplemental. Employees will list all vouchered property on the IBR’s 
property page. (84.1.1(c)) 


. Employees will fully describe what they recovered or seized, regardless of storage location on an 


electronic or hand written voucher and log the evidence in the PMU log book. Employees will note 
the physical location of all evidence not in the PMU on the voucher and in RMS. 


. Employees will submit all property and evidence, with accompanying paper work, prior to securing 


from duty and will not maintain possession of property or evidence unless authorized by a supervisor. 
Employees must document in the IBR any items they do not voucher for turn over to the PMU and 
may only store such retained evidence at one of the four secure designated areas (drop off rooms at 
606 Water Street, Police Headquarters, Forensics and the Compound). (84.1.1(a)) 


. Employees shall indicate on the voucher the location of any items they do not place directly in the 


PMU, e.g., placed in FSU or PMU drying cabinets, turned over to a Detective, etc. 


. Employees will not dispose of narcotics or other contraband at the scene of a call. Employees will 


document any narcotics requiring destruction on a voucher and an IBR and will turn the narcotics 
over to the PMU for destruction. 


Prisoner property that officers turn over to the Sheriff’s Office is excluded from this order. Officers 
must discard prisoner contraband such as cigarettes, lighters and perishable items. The PMU will not 
accept this contraband or any other prisoner property without prior PMU supervisory approval. 


The PMU may refuse to accept any item: 
1. Improperly packaged, marked or tagged. (84.1.1(d)) 
2. Where the corresponding voucher or RFLE is incomplete, improperly completed, or illegible. 


When PMU personnel identify an improperly packaged item or an incorrect voucher, the RMS 
module will automatically return the voucher. The employee must correct the problem when they 
receive the RMS alert. If PMU personnel reject a paper voucher they will submit it in the ticket 
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II. 


system module of the PMC, if possible, for the officer to respond and make corrections before PMU 
will enter and accept the evidence through RMS. If PMU personnel reject a voucher due to an 
improperly packaged item the employee must report to the PMU the next working day. If the 
employee fails to do so within five working days, the rejected voucher will remain in rejected status 
and the system will notify the employee’s supervisor of the delinquent request. 


M. PMU personnel will track each piece of evidence or property received on the voucher. They must 
log property into the RMS module as soon as is practical, but no later than prior to securing from duty, 
unless doing so would cause overtime. In such cases PMU personnel will place the evidence in the 
PMU secure area pending acceptance, and continue the cataloging process the next working day. 


N. PMU personnel will periodically send disposition requests via the PMC ticket system, if possible, to 
employees who have items which have been in inventory longer than six months on misdemeanor 
cases and 12 months on felony cases. Employees will evaluate the need to hold the item(s) and 
respond to the PMU within 14 calendar days of receipt of the form. The employee will complete the 
required information on an IBR supplemental. If the employee no longer works here, his or her 
supervisor will review the need to hold the items and direct an officer to complete the supplemental. 


O. Employees will comply with all purging and review notices the PMU supervisor or designee sends. 


P. Employees are prohibited from directly or indirectly accepting, purchasing, trading, or confiscating 
for personal use, any item of any value which comes to their attention as a result of their employment. 
The Department will not release, give, or sell property as a final disposition to an employee unless they 
are the legal owner or custodian. Employees are responsible for ensuring that seized or recovered 
property is returned to the rightful or lawful owner. 


Q. Employees are prohibited from selling or trading any item of any value, or performing any service for 
any complainant, suspect, witness, defendant, prisoner or other person involved in any type of police 
activity which arose out of the employee’s department employment, except as authorized by the Chief of 


Police. 


R. The Administrative Division Lieutenant will conduct semi-annual inspections of the PMU. 


(84.1.6(a)) 
S. The Staff Inspections Unit will conduct at least two unannounced inspections of the PMU (including 
remote storage areas) each year. (84.1.6(a),(d)) 


Found/Recovered Property 


A. Employees will turn over found property that has no evidentiary value to the owner, if possible, and will 
make every attempt to ascertain the true owner, check NCIC/VCIN, and note on the voucher what they 
did to attempt to find the owner. If the employee cannot identify or contact the owner, or he or she is 
incarcerated, the employee will submit the property to the PMU and complete an IBR. 


B. If an employee releases an item back to the owner (e.g., photo release) he or she will document this 
on a voucher and obtain the owner’s signature. The employee will also sign the voucher. (84.1.1.f) 


C. Employees shall indicate on the voucher the status of all property and contraband other than evidence 
e.g., recovered, found, unclaimed, etc. If an employee later connects property he or she submitted to the 
PMU as non-evidence with an arrest or crime, the employee will complete an IBR supplemental and 
notify the PMU by email. PMU personnel will then make all necessary changes to the RMS record and 
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HI. 


re-label the property/evidence as required. 


D. Employees will provide the IBR number to the finders/owners of property that they take into custody, 
with information on how to retrieve the items when applicable e.g., found property or safekeeping. 
Employees shall not advise citizens to pick up their property unless the employee has marked it RTO, 
and should encourage citizens to call the PMU prior to coming to the PMU. 


E. If an employee tells the person who found the property that he or she can obtain the property if no one 
claims it within 60 days, the employee shall ensure that he or she lists the finder’s name on the voucher 
next to “finders name” and documents that person’s address and phone number. 


F. Employees will place property recovered from deceased persons in the PMU and will not turn it over 
to any family member unless adherence to Virginia State Code §§ 64.1-132.2 and 4.1-134 is shown 
(these deal with small estate claims and release of property to the executor/executrix of the estate). 
Employees should provide this information to family members if they cannot locate next of kin. 


G. Employees will place found/recovered license plates in the DMV drop box. If officers find or recover 
identification cards or drivers licenses with no evidentiary value they shall make every effort to 
locate the owners before placing them in the PMU. Returning a found license or ID card does not 
require an IBR. 


Seized/Unclaimed Property Request for Law Enforcement Use and or Disposal 


A. “Unclaimed personal property” is property belonging to another which an employee acquired pursuant to 
his or her duties which is not needed in any criminal prosecution, has not been claimed by its rightful 
owner, and which the State Treasurer has indicated they will decline if remitted under the Virginia 
Uniform Disposition of Unclaimed Property Act (this excludes bicycles, mopeds and firearms). 


B. Virginia State Code §15.2-1719 and Portsmouth City Code § 27-52 apply to the disposal of unclaimed 
property in police possession. Employees will adhere to these code’s requirements. 


C. Property shall be declared unclaimed and eligible for City or Department use when the following criteria 
are met: (84.1.7) 


1. Unclaimed property remains unclaimed for a 60 day period following its submission to the PMU 
and we have exhausted all reasonable efforts to locate the lawful owner. 

2. Property seized and presented in court remains unclaimed for 60 days following final case disposition. 

3. Property must have negative NCIC/VCIN stolen checks. 


D. The city may sell at auction a bicycle or moped an officer impounds that is not claimed within 30 days 
from the date of the impoundment (City code § 5-38). 


E. The PMU Sergeant or designee will ensure that personnel accomplish final disposition of found, recovered, 
and evidentiary property within six months after legal requirements are satisfied. 


F. The Vehicle Service Center sells unclaimed motor vehicles at public auction. This Department 
shall not sell the contents of such vehicles. Impounding officers will remove items of exceptional 
value, articles found to be stolen, contraband and weapons prior to the sale and will voucher these 
items and place them in the PMU. 
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G. Employees will follow the steps outlined in § 22-806 of the City Code for the sale of motor vehicles 
and their contents. 


H. The PMU will maintain records of confiscated firearms through RMS. The Department will audit 
these records periodically. 


I. The Chief of Police will direct the destruction of all firearms that are unsafe or unfit for use, having 
no evidentiary proceedings pending, or that are of no Departmental value. Destruction may occur 
every 60 days. All weapons will be listed in the disposal request package and at least two employees 
will witness and certify the destruction upon approval. 


J. PMU personnel will periodically prepare disposal and auction lists for the Chief’s and Commonwealth 
Attorney’s approval. 


K. PMU personnel will prepare a list of items to be auctioned for the State Treasury Unclaimed Property 
Division. 


L. PMU personnel will provide a list of property authorized for law enforcement use to the Police Chief, 
Assistant Police Chief, and Bureau Commanders. If a Bureau Commander wishes to utilize a seized 
item he or she will make a written request with justification to the Chief of Police for approval. 


IV. Evidence Packaging 


For detailed information regarding evidence collection and packaging refer and adhere to the Department’s 
Property and Evidence Packaging Guide located on the police intranet and Power DMS. 


V. Submission Procedures. 


A. Package all evidence and complete paperwork as directed by the Packaging Guide and this policy. 


B. Officers should keep all evidence, except currency going into the drop safe (currency in excess of 
$2,000) together. E.g., if you must place one item in a locker, all evidence should go in that locker. 


C. Initial and seal all evidence bags. 


D. Biological Evidence 


1. Since most PERK evidence received from the SANE program is “dry” consisting of swabs, smears, 
and plucked hairs, it does not require refrigeration. If the kit is going to the lab or is “chain of 
custody” place it in a tan or silver locker and secure it with a red lock. Officers will place those kits 
requiring refrigeration in a refrigerator with a red lock and will complete the associated RFLE. 


2. Personnel will dry any clothing, bedding, or other material that are saturated/wet with blood or body 
fluids before final submission to the PMU. When an employee places items in a drying cabinet, he 
or she will seal the drying cabinet key in a key envelope (with initials) and place it in the PMU drop 
safe. The officer is responsible for returning to the PMU, obtaining the key, and packaging the items 
once they are dry, in most cases within three to four business days. Employees will submit packaged 
evidence in either a locker or mailbox as needed for lab chain of custody. 
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3. If you place an item in a drying cabinet you need to note its location on the voucher (Forensics or 
PMU). If you place an item in the PMU drying cabinet tape a copy of the voucher to the outside 
of the cabinet. Place the original voucher in the drop safe. 


4. Officers will log DNA packets (green envelopes) in the log book using the eight digit number on 
the envelope. Submit the envelope into the red mailbox without a voucher. 


5. PMU personnel or the investigator will handle the chain of custody and all lab transportation for 
items submitted in the above manner. 


E. Currency 


1. Employees will handle all currency in their custody in accordance with “the two officer rule.” The 
recovering employee will count the currency and complete a “Currency Submission Report.” Another 
employee will count and verify the currency. Each employee will print their name and employee 
number on the bottom of the form and each will initial the evidence envelope’s seal. 


2. Employees will package currency without other items. Do not staple, tape, or rubber band currency. 
Place coins in smaller clear plastic bags by denomination and then place those smaller bags in a 
larger bag. 


3. Both employees will drop currency in excess of $2,000 into the currency drop safe and both will 
sign the log and note the time of submission. Attach a copy of the voucher to the currency prior to 
submission. The primary officer will notify the shift commander and he or she will note this in the 


shift report. 


4. Officers can submit currency under $2,000 into the red mailbox or a locker with a red lock. 


5. Upon collection of an envelope containing currency, two PMU members will open the envelope 
to verify the amount submitted against the amount listed on the voucher. Both members will re-seal 
and initial the evidence envelope and place it into the safe. PMU members will also follow this 
procedure whenever monetary evidence is returned after court, analysis, investigation, discovery, or 
any other reason for temporary release from PMU custody. 


6. If an evidence envelope become unserviceable or the ability to add signatures become restricted by 
available space, the original envelope shall be retained and sealed inside a new envelope with the 
currency and all pertinent information from the original submission included on the front. 


7. An employee placing currency in the PMU bank account will remove it from the original package and 
place the bank receipt and a copy of the deposit slip in its place. PMU will hold the original packaging 
for all further court proceedings. 


8. Contact the Professional Standards Unit Commander immediately if discrepancies arise at any point 
in the currency verification process. 


F. Firearms. 


1. Place firearms in a locker with a red lock. Do not drop firearms in the red or blue mailboxes as the 
weight of the firearm may damage other evidence located therein. 
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2. Complete a firearm clearinghouse for all weapons going to the lab. This excludes revolvers and 
weapons that do not extract a round unless they are to be analyzed for functionality. 


3. Officers will complete an IBR, a voucher and a state police criminal firearms clearinghouse form for 
all recovered firearms. If the firearm has an extractor (except “safekeeping”) officers will also 
complete a DFS request for laboratory examination form and a PPD Forensic Services Unit Request 


for Laboratory Exam for, if applicable (possession in question). 


4. If an officer places a firearm in the PMU for “safekeeping” the officer must clearly state this on the 
voucher and in the IBR. Include an explanation for taking the weapon in the IBR narrative. 


G. Narcotics 


1. Submit narcotics to the red mailbox or a locker with a red lock or in a tan locker marked chain of 
custody. Officers must document the narcotic’s weight on the voucher. 
V. Temporary or Permanent Release of Evidence. (84.1.1(g); 84.1.5) 


A. Temporary release of evidence for investigative, in-house processing, laboratory analysis, or court 
purposes is permitted under certain conditions. When evidence is temporarily released, employees 


must observe the following: 


1. Employees will request evidence a minimum of two PMU working days by close of business in 
advance of each court date (e.g., if the employee has court on Thursday, he or she should request 
the evidence no later than 1700 hours the previous Monday). Employees can request evidence 
either by email (policeevidencerequest) or the intranet but not by telephone. Employees shall not 
wait until the morning of court to request their evidence. When an employee has not properly 
requested evidence for court but comes to PMU to pick it up, the officer must send an email 


request from the intranet for tracking purposes. 


2. Employees checking out evidence for court will check it out on the morning of the trial. Employees 
will not check out evidence for court without a prior request. 


3. The receiving employee will sign for all evidence released into his or her custody and is responsible 
for returning the evidence on the same day unless an alternative date is set with the PMU. PMU 
personnel will log the evidence into and out of the PMU. If an employee must return evidence after 
hours, he or she shall notify the PMU supervisor and may store it in an appropriate temporary storage 
locker until the next business day. The employee should respond back to the PMU the next business 
day to retrieve the evidence and return the stored evidence to PMU 


4. When the court retains evidence, the employee will complete PPD form 142, Property and Evidence 
Receipt and Disposition Form, regardless of the case’s disposition. The appropriate clerk is to sign 
the form and the employee will return it to the PMU by the end of court for that day. 


5. Employees will document evidence that is no longer needed for court on the bottom of PPD form 


142 and will obtain the signature of the Commonwealth Attorney assigned to the case. 
(84.1.1(g) (84.1.7) 


6. The PMU Sergeant or designee will check daily to ensure that all evidence checked out was either 
returned to the PMU or that it was retained by the court. 
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7. When the employee responsible for evidence is no longer employed by the Department, the PMU 
Sergeant or designee will contact the Commonwealth Attorney’s office to determine the evidence’s 
disposition. 


B. When an employee determines that evidence/property can be released to the owner, the officer must 
complete an IBR supplemental authorizing the release and notify the PMU by email of the release. Do 
not send citizens to the PMU to pick up their property without first doing so. Officers will only release 
property qualified for release to: 


1. The owner or other person to whom the property is booked, or 


2. The owner’s representative or other person to whom the property is booked, upon written notarized 
authorization from the owner and satisfactory proof of ownership; PMU personnel will scan the 
written authorization to RMS where it will be retained. 


3. Employees shall advise any other person seeking the release of property or the release of contraband (or 
property that is considered as such) that we can release the property to them only as a result of either: 


a. A written opinion of the City Attorney or Commonwealth’s Attorney. 
b. A valid court order to that effect. 


C. True ownership and satisfactory proof of ownership are important concepts and are sometimes difficult 
to define. 


1. Ideally, receipts, invoices, warranties, sales slips, etc., will be available as a documentary proof of 
ownership. Where this is not so, a detailed description of the item held, statement as to time, place, 
means of acquisition or other information may be acceptable. 


2. When officers seize property on a search warrant, the department will return that property clearly 
identified as stolen to the true owner when its utilization as evidence has been completed. Any 
property by admission identified as stolen will be disposed of as outlined above. Any property not 
clearly identified as stolen must be presumed to be the property of the person from whom seized and 
returned upon conclusion of any legal proceedings. 


VI. Special Submission Procedures: Evidence that is acquired during long-term investigations or other 
ongoing undercover operations will have special handling procedures. Employees will record these 
procedures in the appropriate unit manual. 


APPROVED: _ Ak lt, Mook? 


Dennis A. Mook, Chief of Police 
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